State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency
JOB DESCRIPTION AND POSITION CLASSIFICATION
CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR
Associate Governmental Program Analyst 1402-5393-022 50029855 1
APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION
Vacant DFM/FloodSAFE Support Unit
COLLECTIVE BARGAINING IDENTIFIER
Management Related BU: Supervisory Related BU: Confidential Related BU: Rank and File BU:
01

RESPONSIBILITIES EXERCISED IMMEDIATE SUPERVISOR (Print) SUPERVISOR'S CLASSIFICATION

[ Supervisory [] Lead Person Jessica Alarcon Staff Services Manager |
APPROVED BY (Personnel Analyst's Name) DATE
MAlcantar 12/17/2013

Pe_rl_(i:;enrg of Activity

POSITION SUMMARY

Under direction from the Staff Services Manager | (SSM I), FloodSAFE Support Unit, this position is
responsible for expenditure collection and reporting for disaster events, development of policies
and procedures related to record keeping during emergencies and disasters, and providing
analytical support within the scope of the mission of the Division of Flood Management (DFM). The
duties require in-depth research and precise responses utilizing terminology unique to DFM and
the Department. Assignments are broadly outlined and may have short time lines.

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with the SSM | and others; maintain
regular, consistent, and predictable attendance; and exercise good judgment. This position
requires the incumbent to reason logically and creatively, and work independently with minimal
supervision; utilize a variety of analytical techniques to resolve complex governmental and
managerial problems; develop and evaluate alternatives; analyze data and present ideas and
information effectively, both orally and in writing; consult with and advise Program Managers or
others on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation
of those contacted during the course of work; review and edit written reports; and establish and
maintain project priorities. The specific duties are:

30% Develop and maintain detailed procedures related to the reporting activities of the Finance/Admin
Section under the Standardized Emergency Management System (SEMS) to be used by all
organizations in the Department and the Finance/Admin Sections under the Incident Command
Posts in the field. Attend meetings with DWR staff, in addition to staff from the California Office of
Emergency Services (Cal OES) and the Federal Emergency Management Agency (FEMA), upon
request. Participate, track and reinforce the preparation of a Project Completion and Certification
Report at the end of each emergency/disaster event in coordination with various Divisions within
the Department, as necessary.

SUPERVISOR’S STATEMENT: | HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.
SUPERVISOR'’S NAME (Print) SUPERVISOR’S SIGNATURE DATE
Jessica Alarcon >
EMPLOYEE'S STATEMENT: | HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.
EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE
>
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25% Prepare, execute and maintain procedural material for the Finance/Admin Section for dissemination
to DFM staff and other Divisions performing Finance/Admin functions, and make recommendations
for improvement based on lessons learned from previous emergency/disaster events. Assist in
developing and coordinating training for Finance/Admin staff.

25% Provide support to DFM related to the more complex general administrative tasks assigned to the
unit and provide support to the Division's Safety Sub-Committee. Analysis, research, and
budgetary proposals will be necessary to complete these ad-hoc projects as they become
priorities. Prepare reports and presentational materials as needed. This may require gathering,
researching, and analyzing data, and having an extensive knowledge of DFM and its mission to
complete these tasks. In coordination with other technical staff, design and revise tables and
charts for consistent and valid expression of data. Provide back-up support to others in unit as
hecessary.

20% During and after flood and other emergencies or disasters, participate in the activities of the

Finance/Admin Section within the Flood Operations Center or Department Operations Center under
SEMS, and assist in coordinating the emergency/disaster response functions of the Finance/Admin
Sections under Incident Command Posts in the field. Compile and process emergency/disaster
response daily time sheets, travel advance requests, and travel expense claims for individuals
throughout the Department who are called to respond to an emergency or disaster event. Ensure
that administrative data is populated into SAP and in Excel spreadsheets, review for accuracy, and
oversee and actively participate in compiling documentation for submittal to FEMA for
reimbursement. Compile and provide concise and complete follow-up documentation to the Flood
Operations Director, Emergency Preparedness Manager, and DWR and DFM management upon
request.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal OES and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department's Administrative Orders.
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	activity: POSITION SUMMARY

Under direction from the Staff Services Manager I (SSM I), FloodSAFE Support Unit, this position is responsible for expenditure collection and reporting for disaster events, development of policies and procedures related to record keeping during emergencies and disasters, and providing analytical support within the scope of the mission of the Division of Flood Management (DFM).  The duties require in-depth research and precise responses utilizing terminology unique to DFM and the Department.  Assignments are broadly outlined and may have short time lines.  

ESSENTIAL FUNCTIONS

This position requires the incumbent to work cooperatively with the SSM I and others; maintain regular, consistent, and predictable attendance; and exercise good judgment.  This position requires the incumbent to reason logically and creatively, and work independently with minimal supervision; utilize a variety of analytical techniques to resolve complex governmental and managerial problems; develop and evaluate alternatives; analyze data and present ideas and information effectively, both orally and in writing; consult with and advise Program Managers or others on a wide variety of subject-matter areas; gain and maintain the confidence and cooperation of those contacted during the course of work; review and edit written reports; and establish and maintain project priorities.  The specific duties are:

Develop and maintain detailed procedures related to the reporting activities of the Finance/Admin Section under the Standardized Emergency Management System (SEMS) to be used by all organizations in the Department and the Finance/Admin Sections under the Incident Command Posts in the field.  Attend meetings with DWR staff, in addition to staff from the California Office of Emergency Services (Cal OES) and the Federal Emergency Management Agency (FEMA), upon request.  Participate, track and reinforce the preparation of a Project Completion and Certification Report at the end of each emergency/disaster event in coordination with various Divisions within the Department, as necessary.  
	classification: Associate Governmental Program Analyst
	appointee: Vacant
	dwr position number: 1402-5393-022
	sap personnel no: 
	sap position number: 50029855
	division: DFM/FloodSAFE Support Unit
	mcr: 1
	percent 2: 25%
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	activity2: Prepare, execute and maintain procedural material for the Finance/Admin Section for dissemination to DFM staff and other Divisions performing Finance/Admin functions, and make recommendations for improvement based on lessons learned from previous emergency/disaster events.  Assist in developing and coordinating training for Finance/Admin staff.  

Provide support to DFM related to the more complex general administrative tasks assigned to the unit and provide support to the Division's Safety Sub-Committee.  Analysis, research, and budgetary proposals will be necessary to complete these ad-hoc projects as they become priorities.  Prepare reports and presentational materials as needed.  This may require gathering, researching, and analyzing data, and having an extensive knowledge of DFM and its mission to complete these tasks.  In coordination with other technical staff, design and revise tables and charts for consistent and valid expression of data.  Provide back-up support to others in unit as necessary.

During and after flood and other emergencies or disasters, participate in the activities of the Finance/Admin Section within the Flood Operations Center or Department Operations Center under SEMS, and assist in coordinating the emergency/disaster response functions of the Finance/Admin Sections under Incident Command Posts in the field.  Compile and process emergency/disaster response daily time sheets, travel advance requests, and travel expense claims for individuals throughout the Department who are called to respond to an emergency or disaster event.  Ensure that administrative data is populated into SAP and in Excel spreadsheets, review for accuracy, and oversee and actively participate in compiling documentation for submittal to FEMA for reimbursement.  Compile and provide concise and complete follow-up documentation to the Flood Operations Director, Emergency Preparedness Manager, and DWR and DFM management upon request.  

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal OES and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions. These functions are established in the California State Emergency Plan and the Department's Administrative Orders.


	supervisor name: Jessica Alarcon
	employee name: 


